OSU ceded/deferred oversight of my study to an external IRB – How do I send in updated documents and approval notices?
1. Log in to iRIS
2. Click on “Start a Study Submission Form” in the “Featured Study Operations” menu.

3. Click on the “Forms” icon under “Actions” on the row of the applicable study

4. Click on the “Start a new submission” icon next to the Deferral Update Form.

5. When completing the Deferral Update form, if you are adding study team members, make sure to add them in section “A) Additional Investigators”, as
section B is only for Non-research Support Staff (individuals who will not have access to participants, data, or specimens)

6. The application is the initial submission, which also acts as the protocol for the project and outlines the study. During revisions, the application will only
need to be revised if the information in the application/protocol has been impacted. The “click here to attach the application” button is used to create a
new version of the application. If revisions are needed, click the “click here to attach the application” button, then click “Add Revision”. You can now edit
your application. When you are done editing, go to the last section of the application, then click ‘save and continue to next section’ (this will take you
back to the revision form).

7. If you are revising/replacing current versions of the external IRB approved documents, click on ‘Select or Revise Existing’, then choose to create a
revision for the document you wish to revise/replace. The version number will automatically populate. Check the document out (will download to your
device), make edits and save to your computer (if applicable). If you are simply uploading a new version, you can skip editing and saving the document
and click on complete checkout, check in the new document, save document.

8. If you are adding a new document for review, click “Add a new document”. Then find the file by clicking “Choose file.” After the file has been selected
and uploaded, click “Save Document”.

9. When you are ready to submit the Deferral Update Form, click ‘save and continue’ until you reach the signoff page. If you are not the PI, there will be a
‘notify the PI for signoff’ button available.

10. The PI will click on ‘approve’, then ‘save sign-off’. If the PI chooses to make additional edits, they can do that prior to signoff, however, if the signoff
button seems to no longer be visible, they should go back to their ‘Study Assistant’ workspace, go to their tasks, and then click on the task called ‘PI
signoff’ which will bring them back to the signoff page.

